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Flexi Time Scheme
Working Time and Leave Framework
1
Introduction

This Policy is part of the Working Time and Leave Framework which is made up of a number of elements which together encompass all formal policy, procedure and statement documents, including associated forms, relating to working time and leave in Abertay University. 

If you would like this document in a different format (e.g. large print, braille) or need any assistance to access or understand the policy/procedure please contact your School/Service designated HR Partner.

2 
Purpose and Scope
The purpose of the scheme is to: 
· Enable employees to have the opportunity for a greater integration, of personal and working responsibilities. 

· To assist in the provision of improved customer service. 

· To allow employees to plan their working day or working week to suit the peaks/troughs of activity in their particular area of work thus aiding management, achieving an improvement in efficiency, and giving more opportunity for group responsibility. 
This procedure is designed for all employees.
2.1 Eligibility 
This scheme applies to all support employees within the University of Abertay, although there are a number of employees who are exempt from this scheme for operational reasons and these employees will be informed. 
If a line manager wishes a post to be considered for exemption, they should forward a report for consideration to the Head of HR. 
If an employee chooses not to participate in the Flexible Working Hours Scheme, they will work 36.5 hours per week (08.45 – 17.03) with a lunch break of 1 hour per day. 
The successful implementation of the scheme requires the co-operation of both management and employees. Individual employees are expected to arrange their time of work according to their workload and the work pattern in their department. A line manager may require employees to work at specified times on any day if the requirements of the service so demand. When temporary limitations on the Scheme have to be imposed, as much notice as possible will be given. The line manager and HR Partner will discuss this where appropriate. 
2.2 Scheme Features 
Official opening hours 
These are defined as 08.45 - 17.03 (standard day) when cover will normally be provided in all service departments. 
Contracted Hours 
These are the hours that must be worked by each employee during the accounting period subject to carry over. Basic hours will be 146 per four week period based on a standard working week of 36.5 hours. 
Individual Attendance Pattern 
To enable the University to plan its operations and work effectively, a clear understanding between the employee and their line manager must be established in respect of the employee’s pattern of working. 
Bandwidth 
08.00 - 18.00 hours. The time worked during this band will be recorded and credited; time worked outside this period will not be allowed without prior permission of the line manager, based on exceptional operational consideration and discussion with the HR Partner. There may, however, be exceptions where particular starting times have already been agreed to meet the needs of individual services. 
Core times 
This is the period during the working day which all employees work, unless on authorised leave. 
In general, core time will be between 10.00 - 12.00 and 14.00 - 16.00 during each working day. Employees must therefore report for duty between the hours of 08.00 and 10.00 and finish work within the hours of 16.00 and 18.00. 
Variation to core hours may be necessary should employees be contractually obliged to work out with 0800 and 1800. This will be subject to agreement with the Head of HR and the line manager. 
Flexible periods 
In general, these hours shall be recognised as 08.00 – 10.00; 12.00 - 14.00; 16.00 - 18.00. Between these hours, employees may attend in accordance with their agreed work pattern. 
Lunch Break 
The minimum break is 30 minutes and the maximum is 2 hours, to be taken between 12.00 and 14.00. Time in and out must be recorded at lunch times. 
It is recognised that meetings may be arranged over the lunch break period and line managers should take account of the requirement for a lunch break. 
Accounting Period 
The accounting period will be on a four weekly basis and will consist of 36 1/2 hours each week totalling 146 hours in each period. The accounting period is not linked to the salary interval which is based on the calendar month. 
Employees may only join or leave the scheme at the start of an accounting period. 
Time Recording 
Each employee will be required to record their start and finish time and lunch breaks on a daily basis. This will be recorded on a spread sheet which can be downloaded from the HR portal, and which their line manager must have access to. Balances shown on the time recording system in use will include debits/credits from the previous accounting period. 

Managers must ensure that all debits and credits for absences etc. are input to the system on a daily basis to ensure that employees can keep track of their hours. This will provide employees with the opportunity to claim back credits time, or make up any debit. 
Limits 
A maximum credit of 7 hours and 18 minutes (1 working day) may be carried forward to the next accounting period. 
A maximum debit of 7 hours and 18 minutes (1 working day) may be carried forward to the next accounting period. Employees should clear any debit balance within 2 accounting periods. Failure to do so may result in exclusion from the Flexi Time Scheme. 
Taking Flexi-Time Leave 
An Employee and their line manager will agree on the timing of Flexi-leave claimed by the employee to recover credit time. This will be done on the basis of the needs of the service. Flexi-leave will not normally be approved where an employee has a debit balance. 
Making up Debit Time 
An employee and their line manager will agree on the timing of additional working by the employee to make up debit time. 
Credit/debit on Leaving 
An employee and their line manager should endeavour to ensure that any credit/debit balance is cleared before the employee leaves their current post, or transfers out of the Flexi Time Scheme. 
Where it has not been proved possible to do this, then the credit will be made up by an addition to salary for the hours in credit and the debit of hours will be deducted from the final salary. 
Overtime 
Paid overtime is separate from flexible working hours and must be pre-authorised. Please see the TOIL and Overtime Procedure. 
Part Time Employees 
Employees who work part time will have their time calculated on a pro-rata basis. Details of how this is recorded can be found on the instruction page of the spread sheet. 
Summary Table 
A summary table of the main features of the scheme are given in appendix 1. 
3.3 GENERAL 
Absences 
Absence on annual leave, compassionate leave, sick leave, approved training courses/conferences, authorised working from home etc. will all be entered as attended normal daily hours. 

Absence on official business out with standard hours will be credited as normal daily hours to an agreed maximum of 1 day (7 hours and 18 minutes). 

Absences on sick leave or antenatal care will be recorded as normal daily hours for record keeping purposes. 
Absences: Medical, Dental and Optician Appointments 
Employees attending medical appointments, including hospital appointments, will be expected to make these out with normal working hours. It is recognised however that the timing of hospital appointments in particular may be out with the control of employees and accordingly, line managers may credit such absences for the time away from work up to a maximum of 2.5 hours. 
Routine dental and optician appointments should be arranged out with core time. No credit for time away from work will be given. If not possible, line managers may agree to an unpaid breach of core time. 
Absences: Other 
Paid absence due to inclement weather will be dependent on circumstances and advised accordingly. Please see the Adverse Weather Policy. 
Credit will not be given for late arrival due to car or transport problems. 

Absence on personal business will be expected to be out with core hours with no time credit. 

Unauthorised absence will be treated as unpaid leave and may also result in disciplinary action. 
2.4 OPERATION 
Abuse of the system: Recording of Hours 
The operation of the Flexi Time Scheme relies on trust. A serious offence or abuse will result in exclusion from the scheme and may lead to disciplinary action being taken in accordance with the University’s disciplinary procedure. 
Checking of Flexi Time Spread Sheets 
It is an audit requirement that all spread sheets should be checked by the line manager and
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The conduct described in this section will normally result in an oral warning, on repeat in a written warning, and if sustained in a final written warning which will describe the consequences of further continuation, including dismissal, unless it can be accepted that there are exceptional mitigating circumstances.

· poor timekeeping 

· minor poor performance – e.g. failure to reach adequate or acceptable standards of quality and performance in relation to duties

· breach of minor safety rules

· failure to follow reasonable instructions  

· interference with, or obstruction or abuse of teaching, research or administrative work            within the University

· lack of co-operation with other members of staff.

2    Serious offences

The conduct described in this section will result in an immediate warning, which may be a final warning, depending on the seriousness of the offence, unless it can be accepted that there are exceptional mitigating circumstances.

· being under the influence of alcohol or drugs to an extent which is considered likely to affect the member of staff’s ability to perform his/her duties#

· unauthorised absence from the University or a member of staff’s duties

· wilful disobedience of reasonable instructions by an authorised or senior officer of the University

· breach of any legal requirement placed upon a member of staff by virtue of his or her employment with the University

· misappropriation or wrongful use of University resources/facilities including computer facilities

· misbehaviour of a nature involving risk to the member of staff or others

· smoking in designated non-smoking safety areas or other areas of hazard or prohibition

· deliberate or persistent disregard of safety rules

· threatening acts or behaviour

· threatening acts of incitement to discriminate or actual acts of discrimination on the grounds of sex, race, religion, colour, ethic origin or disability.*

3    Dismissal offences

The penalty for the conduct described in this section will normally be dismissal unless it can be accepted that there are exceptional mitigating circumstances.

· disorderly or indecent conduct, including fighting on University premises

· wilful irresponsibility leading to the injury, or potential injury, of another person on or adjoining University premises

· wilful breach of safety rules where this would endanger others

· flagrant or persistent failure to follow University procedures or comply with reasonable instructions by an authorised or senior officer of the University

· being severely under the influence of alcohol or drugs while at work and thereby likely to endanger the person or others in the performance of his/her duties or by his/her presence on the premises

· theft or fraud, in the course of employment, or on University premises

· deliberate falsification of records

· deliberate damage to University property or that of other employees

· breach of duty regarding disclosure of confidential information

· conduct which may bring the name of the University into disrepute

· unauthorised disclosure of information relating to examinations and/or assessments
· deliberate or reckless lack of fairness in carrying out the marking of examination papers and/or the assessments of students.
In some cases it may be considered that summary dismissal (i.e. dismissal without notice) is appropriate.
It should be noted that the above lists are neither exhaustive nor exclusive.  Each individual situation will be judged upon its own merits with due regard for the principles of equity and fairness and taking into account the member of staff’s length of service, previous performance/conduct and any mitigating circumstances which exist.  

Criminal offences

These will not be treated as automatic reasons for dismissal whether or not the offence has any relevance to the duties of the individual as an employee.  The main consideration will be whether the offence is one which makes the individual unsuitable for his or her type of work, unacceptable to other employees or has brought the University into disrepute.  A failure on the part of the authorities to achieve a conviction will not preclude the University from implementing these procedures.

*
incidences of harassment or discrimination in any form may, dependent upon the nature and degree involved, be considered gross misconduct.  Harassment or discrimination of any nature or degree, however, will always be considered to be a disciplinary offence.

#
it is hoped that problems related to alcohol, drugs and other substance abuse, could be identified at an early stage and be the subject of counselling with a view to treatment.  This does not preclude the use of disciplinary action. 

APPENDIX 3

APPEALS PROCEDURE

1
Appeals will normally be held within four weeks of an appeal being submitted.  

2
The member of staff who is appealing will receive a written invitation to attend the appeal meeting, which will specify the time, date and place of the hearing, normally with ten working days’ notice.

3
Both the University representative and the Appellant or his/her representative will submit a written statement of case and the names of any witnesses to the Human Resources Manager, at least five working days prior to the hearing of the appeal.

4
The papers will be circulated, together with the names of any witnesses, not less than five days prior to the hearing of the appeal, to the person(s) conducting the hearing; to the University representative; and to the Appellant or his/her representative.

5
The hearing will be carried out in accordance with the following procedure:


(i)
The University representative shall put the case in the presence of the Appellant and may call witnesses.


(ii)
The Appellant, or his/her representative, shall have the opportunity to ask questions of the University representative and of any witnesses.


(iii)
The person(s) conducting the hearing shall have the opportunity to ask questions of the University’s representative and of any witnesses.


(iv)
The Appellant or his/her representative, shall make a response in the presence of the University representative and may call witnesses.


(v)
The University representative shall have the opportunity to ask questions of the Appellant and of any witnesses.


(vi)
The person(s) conducting the hearing shall have the opportunity to ask questions of the Appellant, his/her representative and of any witnesses.


(vii)
The University representative followed by the Appellant, or his/her representative, shall have the opportunity to sum up their cases if they so wish.


(viii)
The University’s representative, the Appellant and his/her representative shall then withdraw.


(ix)
The person(s) conducting the hearing shall deliberate in private.  The parties may be recalled to clarify facts but such a recall must include both parties.  In the case of appeals against disciplinary action at Stages 3 and 4 of this procedure, the University’s legal adviser may be present to advise during the hearing and consideration of the outcome of the appeal.


(x)
The University representative may be the person who instigated the original disciplinary action or the Human Resources Manager.


(xi)
The decision reached will be confirmed in writing to the parties, normally within five working days of the hearing, by the Human Resources Manager.  The decision will be final.
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